	I.   Candidate and Position Information         

      (Maximum 3 pages) 




· Educator Information – Include name, county, current rank, date of hire, date of last promotion, education (degree, major, year and institution) and past professional experience.

· Position Description – Reflect the essence of the candidate’s responsibilities.

· Describe changes in the position since hiring or last promotion.

· Describe division of position responsibilities using percentages.

· Describe demographics of the population served

· CED Only – Describe the number and types of staff supervised, changes in staffing, stakeholder responsibilities and input. 

· CEDs should include the percentage of time allocated to program and administrative duties.

· Professional Development – Summarize professional development opportunities in support of your program or administrative responsibilities since last promotion. 

· Advanced degrees attained or credit course work completed.
· Non-degree/credit professional development (extension in-service, non-extension trainings, leadership/management training, etc)

· Honors and Awards - Briefly summarize organization and peer recognition.

Candidate’s Signature:


Date:


CED (RD) Signature:


Date:


	II.   Extension Education Programs    

     (Maximum 2 page narrative/outline per program excluding Support Materials) 




· Extension Education Program Title 

Note: Diversity efforts should be incorporated in the information below.

· Program Objectives

· Clientele directed objectives

· Program Impact 

· Report results of clientele change (use Bennett’s Levels of Hierarchy in Extension Programming, 1995 as a guide), include evidence of innovative program planning and depth of coverage

· Extension Educator Role (describe the role of educator) - Include all applicable about the following roles performed:

· Supervisor – program staff or volunteers

· Teacher – direct program delivery

· Team Member – candidate’s role

· Researcher – candidate’s role in project

· Facilitator – candidate’s role in obtaining financial support, team development, community collaboration

· Needs Assessment

· Process for identifying need and acquiring stakeholder input 

· Scholarship of Teaching & Research – Method(s) of Program Delivery

· Teaching Media and Format - workshop, self-study, demonstration, field trial, distance education, on-line courses, etc.

· Applied Research – procedure  

· Marketing strategy - incorporate outreach to diverse audiences

· Adaptation implemented to reach diverse audiences - translation, sign language, etc.

· Scholarship of Creative Accomplishment

· Collaborations/Partnerships - include scope (local, regional, multi state, national, international)

· Secured Resources – grants, contracts, in-kind contributions from organizations, cost recovery, endowment, gifts, other

· Presentations - sharing of program or research findings with peers on a region, state, multi-sate, and/or national level

· Extension and/or Scholarly Publications - title, individual/team, contribution of candidate

· Methods of Evaluation for Program Impact 

· Evaluation type, instrument, and candidate’s role in evaluation

· Volunteer Role and Responsibility 

· Describe volunteer role in program planning, implementation, and evaluation

· Support Materials 

· Maximum of three per program at the Associate or Educator rank

· Maximum of six at the Senior Educator rank 

	III.   Extension Administrative Responsibilities  



County Extension Directors who are candidates for promotion should complete this section. 

· Describe major administrative goals of the candidate since the last promotion.  Each goal should coincide with the candidate’s administrative responsibilities in the following areas:

· Policies and Procedure

· Program Development and Management

· Fiscal Management

· Human Resource Management

· Office and Facility Management

· Relationship and Liaisons

· For each major administrative goal, provide a 1 to 2 page narrative/outline that presents the following:

· Title of Administrative Goal 

· Administrative Objectives

· Administrative Impact

· CED Role

· Methods – Scholarship of Leadership and Management
· Scholarship of Creative Accomplishment

· Collaborations and partnerships developed-include scope (local, regional, multi state, national, international)

· Secured Resources (in kind contributions, cost recover, enhanced program sustainability, grants and contracts, endowment, gifts, other)

· Peer Presentations-sharing of program or research findings with peers
· Support Materials
· In Policies and Procedures, provide a summary letter (from CED) for each annual Affirmative Action desk audit for the past three years.

· RDs—letter of CED assessment—comments on desk audit reports

ERS OF RECOMMENDATION AND ASSESSMENT 
	IV.   Scholarship Of Service     

     (Maximum of 2 pages) 




· Service to the Organization - to be organized by county, regional, state, interstate, national service 

Examples:
· service on educational program planning committees (curriculum committees, POW committees, regional educational program teams) 
· service in support of the College and Cooperative Extension organization (Dean's Advisory Committee, working with local Extension Board Nominating Committee) 

· Service to the Local Community as a representative of the University (not to be confused with other community volunteer roles you might take on such as church or local civic organizations)


Examples:
· service on local advisory committees, business and industry groups, government agencies and task forces (not led by the local extension program) which benefit from the educator's expertise (in both subject matter and organizational leadership abilities)


· Service to the Profession
· involvement with professional associations 
· involvement in planning professional development opportunities (association conferences, in-service opportunities, etc.)
· mentoring of new staff (helping to establish sound working practices for effective extension educators)
· supervising of program interns and summer assistants (since these are the folks that are "trying out" our profession, a person who works with an intern is offering someone the opportunity to learn by doing what an extension educator does professionally)

	V.   Letters of Recommendation and Assessment 




· Letters of Recommendation 

· County Extension Director 

· Regional Director 

· State Promotion Committee

· Letters of Assessment 
(Letters of assessment will be added for Regional Director review) 

· Four letters of assessment (see guidelines for specific instructions) 

· Log for Letters of Assessment 
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